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Overview

The GSA OMS Vendor Portal provides GSA vendors the ability to view and manage
Purchase Orders (PO) associated with their Data Universal Numbering System (DUNS)
or Vendor ID. This includes acknowledging POs, entering shipment information,
generating backorder and substitute items requests, entering order cancellations, and
generating printable PDF copies of Purchase Orders via GSA Form 3186.

To access the Vendor Portal, a vendor user must obtain an account from GSA,
including a username and password. Vendor User accounts will be provisioned through
E-Tools Help Desk.

Note: Account login is based on email address, and each user must provide a discrete
email address. In order to manage Purchase Orders across multiple DUNS numbers,
one email address per DUNS number is required to be registered.

This user guide provides step-by-step instructions, guidance, and screenshots for:

e Requesting and Activating a Vendor Portal Account
e Logging into the Vendor Portal
e Email Notifications for Your Organization
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Requesting Access to the GSA OMS Vendor Portal

Step 1 — Submitting an Access Request
To request access to the GSA OMS Vendor Portal, please submit a ticket to the GSA
eTools Help Desk at eToolsHelpdesk@gsa.gov and provide the following information:

Vendor Name

Active DUNS Number
First Name

Last Name

Phone Number
Physical Address
Email Address

Step 2 — Receiving Email Notification on eTools Ticket

Once the ticket has been submitted, you will receive an eTools ticket number within 24
business hours, indicating the request for account set up has been received.

Note for MFA Activation: GSA will be changing the authentication process for the
GSA OMS Vendor Portal starting on 10/05/2019 to use OKTA Multi-Factor
Authentication.

If you currently have access and have previously logged into the GSA OMS
Vendor Portal, please ignore the step above. Your account will be pre-registered
with the email address on file and you will receive an OKTA Activation Email on
10/05/2019.

Step 3 — Account Activation Email

Once GSA has provisioned your Vendor Portal account, you will receive an email
from OKTA with account activation instructions. Account activation must be completed
within 7 days of receiving this email.

*If you do not receive this email within 48 hours of receiving your eTools ticket number,
please contact the GSA eTools Help Desk.
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General Services Administration - Welcome to Multi-
Factor Authentication!

Hi
G5SA is using Multi-Factor Authentication to manage your credentials.

We have created a Multi-Factor Authentication user account for you.
Click the following link to activate your Multi-Factor Authentication account:

Activate Okta Account

This link expires in 7 days.

Your usemare is I

Your sign-in page for :

SRP : hitps:/fsrp.fas.gsa.gov

GSAAdvantage : hitps:/fwww gsaadvantage.gov

EBuy : hitps:/flwww ebuy gsa.gov

GSA OMS Vendor Portal - https:/fwww. orders-vp.fas.gsa.gov

If you experience difficulties accessing your account, please contact the appropriate
GSAFAS Help Desk:

For FAS SRP Support (Vendors) :
Email: vendor. supporti@gsa.gov | Phone: 1-877-495-4849

Email: G5A Advantage@gsa.gov | Phone: 1-677-472-3777 option #2

For GSAGlobal Supply/USMC Support :
Email: ncscocustomer service@gsa.gov | Phone: 1-866-370-8594

For GSA OMS Vendor Portal Support :
Email: eToolsHelpdesk@gsa.gov | Phone: 1-866-472-9114 option #7

Thiz iz an automatically generaled message from General Services Administration. Replies are not
monitored or answered.
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Step 4 — Activating Your Account

Click the “Activate Okta Account” button in your email. This will take you to the
password setup and security image selection screen. Enter the password you wish to
use, and select a security image. Click “Create My Account” at the bottom right of the
screen.

Note: Your Vendor Portal password must adhere to the following rule:
12 characters

1 uppercase letter

1 lowercase letter

1 number

One symbol

Does not contain part of username

Does not contain first name

Does not contain last name

Different from last 24 Vendor Portal passwords
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Welcome to dev—oms,-

Create your dev-oms account

0 Enter new password

Repeat new password

Click a picture to choose a security image

Create My Account
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Step 5 — Creating Your Account

Clicking “Create My Account” will take you to the following Multi Factor Authentication
page. Select “Send email.” This will send an email with an OTP (One Time Password)
Code to the address submitted as part of your registration request.

Email Authentication

(j...k@gsa.gov)

Enter Code

Send email

[ | Do not challenge me on this device for the next
12 hours

Sign Out
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Step 6 — Entering Your OTP Code

Copy the code provided in your email into the OKTA Verification window, and click
“Verify.”

Notes:
e | f you wish to check the box for “Do not <chall
minutes,” do so.
e | f you do not receive thesemrdidmaialt omp teiman .| ,
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General Services Administration - Action Required:
One-time verification code

Hi GSA,

You are receiving this email because a request was made for a one-time code that
can be used for authentication.

Please enter the following code for verification:

265823

If you experience difficulties accessing your account, or if you believe you received
this email in emror, please contact the appropriate GSA FAS Help Desk:

For FAS SRP Support (Vendors):
Email: vendor.supporti@gsa.gov | Phone: 1-877-495-4849

For GSAAdvantage/EBuy Support:
Email: GSA Advantage@gsa.gov | Phone: 1-877-472-3777

For GSAGlobal Supply/USMC Support:
Email: ncscoustomer service(@gsa.gov | Phone: 1-866-370-8594

For GSA Fleet Drive-thru, DRM and VFE Support:
Email: gsadrivethruhelp@gsa.gov

For GSA Short Term Rental (STR), Auto Auctions, Auto Choice, Auto Vendor and
GSA Fleet Automated Remarketing Module (ARM) Support:
Email: Fleetflert@gsa.gov

For FMVRS, FEDFMS and FMS2G0O Support:
Email: gsafleet@gsa.gov

For Fleet2Go Support:
Email: gsafleet?2go@gsa.gov

For GSA OMS Vendor Portal Support:
Email: eToolsHelpdeski@gsa.gov | Phone: 1-866-472-9114 option #7

This iz an automatically generaied message from General Services Administration. Replies are not
monitored or answered.
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Email Authentication

(j...k@gsa.gov)

Enter Code

265823 Sent

[ ] Do not challenge me on this device for the next
12 hours

Sign Out
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Step 7 — OKTA Application Landing Page

Click “Verify” on the OKTA login page. This will take you to the OKTA Application Page.
Registration and Activation of your Vendor Portal and OKTA account is now complete.

Note: This OKTA dashboard will be a one-time step. After initial account set up and log
in, you will not see this page again when you log in to the GSA OMS Vendor Portal.

okta Q Launch App A Home A- 1 - + Add Apps

Work +

Step 8 — Access GSA OMS Vendor Portal

Click on the icon for Vendor Portal.

A
U.S. General Services Administration

Purchase Order Management

Purchase Order Search

Vendor ID: 828953166
Vendor Name: KIPPER TOOL COMPANY

Search Criteria

Purchase Order #: Item ID/NSN:

Purchase Order Date Range: From Date To Date:
(MM/DD/YYYY)

Purchase Order Contract #:

Purchase Order Status:  Sent to Vendor

SEARCH | CANCEL |

This is a U.S. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring. Therefore, no ex

September 2019 12



GSA OMS Vendor Portal User Registration and Login Quick Guide

Accessing the GSA OMS Vendor Portal

Step 1 — Vendor Portal and OKTA Reaqistration Complete

Ensure you have completed the steps required in the “Requesting Access to GSA OMS
Vendor Portal” section above.

Step 2 — Access the Vendor Portal Link

In a web browser, access the GSA OMS Vendor Portal link at https://www.orders-
vp.fas.gsa.gov/.

Step 3 — Enter Email Address

Enter your email address registered with the GSA OMS Vendor Portal in the text box.
Click “Log In With OKTA.”

GSA

Welcome to the Vendor Portal

Please enter your OKTA user credential.

OKTA Username: * : M|

LOG IN WITH OKTA

September 2019 13


https://www.orders-vp.fas.gsa.gov/
https://www.orders-vp.fas.gsa.gov/

GSA OMS Vendor Portal User Registration and Login Quick Guide

Step 4 — Username and Password

Re-enter your email address registered with the GSA OMS Vendor Portal in the text
box, along with the password you previously configured in OKTA.
Click “Sign In.”

okta

SignIn
Username
@ [y
Password

[ ] Remember me

Need help signing in?
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Step 5 — OTP Code

Select “Send email.” This will send an email with an OTP (One Time Code) to the
address submitted as part of your registration request.

Email Authentication

(j..-.k@gsa.gov)

Enter Code

Send email

| Do not challenge me on this device for the next
12 hours

Sign Out
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Step 6 — Entering Your OTP Code

Copy the code provided in your email into the OKTA Verification window, and click
“Verify.”

Notes:
e | f you wish to check the box for “Do not <chall
minutes,” do so.
e | f you do not receive thesemrdidmaialt omp teiman .| ,
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General Services Administration - Action Required:
One-time verification code

Hi GSA,

You are receiving this email because a request was made for a one-time code that
can be used for authentication.

Please enter the following code for verification:

265823

If you experience difficulties accessing your account, or if you believe you received
this email in emror, please contact the appropriate GSA FAS Help Desk:

For FAS SRP Support (Vendors):
Email: vendor.supporti@gsa.gov | Phone: 1-877-495-4849

For GSAAdvantage/EBuy Support:
Email: GSA Advantage@gsa.gov | Phone: 1-877-472-3777

For GSAGlobal Supply/USMC Support:
Email: ncscoustomer service(@gsa.gov | Phone: 1-866-370-8594

For GSA Fleet Drive-thru, DRM and VFE Support:
Email: gsadrivethruhelp@gsa.gov

For GSA Short Term Rental (STR), Auto Auctions, Auto Choice, Auto Vendor and
GSA Fleet Automated Remarketing Module (ARM) Support:
Email: Fleetflert@gsa.gov

For FMVRS, FEDFMS and FMS2G0O Support:
Email: gsafleet@gsa.gov

For Fleet2Go Support:
Email: gsafleet?2go@gsa.gov

For GSA OMS Vendor Portal Support:
Email: eToolsHelpdeski@gsa.gov | Phone: 1-866-472-9114 option #7

This iz an automatically generaied message from General Services Administration. Replies are not
monitored or answered.
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Email Authentication

(j...k@gsa.gov)

Enter Code

265823 Sent

[ ] Do not challenge me on this device for the next
12 hours

Sign Out
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Step 7 — Login Complete

You are now logged into the GSA OMS Vendor Portal.

U.S. General Services Administration

Purchase Order Management

Purchase Order Search

Vendor ID: 828953166
Vendor Name: KIPPER TOOL COMPANY

Search Criteria

Purchase Order #: Item ID/NSN:
P :
urchase Order Date Range: From Date To Date: Purchase Order Contract #:
(MM/DD/YYYY)
Purchase Order Status:  Sent to Vendor v
SEARCH CANCEL

This is a U.S. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring. Therefore, no ex

Notes:

e Vendor user accounts will be disabled after 90 days of inactivity. To have your account
reactivated, please contact the eTools Help Desk at eToolsHelpdesk@gsa.gov.

e Account lockout will occur after 10 unsuccessful attempts to log in. User
accounts will be unlocked after 30 minutes of initial lockout.
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Email Notifications for Your Organization

The GSA OMS Vendor Portal provides vendors with the ability to receive email
notifications for Purchase Order Management.

Note: There is a limit of up to 3 email address for notifications per DUNS number.
Emails are currently generated for the following scenarios:

e A new Purchase Order is available
e An existing Purchase Order has been modified
e An existing Purchase Order has been cancelled

Note: The email scenarios above are in the form of summary emails sent daily.

In order to request changes to email addresses on file for your DUNS/Organization,
please submit a ticket to the GSA eTools Help Desk. Please provide the following
information:

e Organization Name

e DUNS Number
e Up to 3 email addresses to receive purchase order-related notifications
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Contact Us/Assistance

For assistance with questions on this Quick Guide, or with other aspects of the GSA
OMS Vendor Portal, please contact the GSA eTools Help Desk:

* Email: eToolsHelpdesk@qgsa.qgov
* Phone: (866) 472-9114 - Option 7

Availability: Weekdays from 8:00 AM to 7:00 PM ET, excluding Federal holidays.
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